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(b) The process of recording micro-
images on film; or

(c) A fine-grain, high resolution pho-
tographic film containing an image
greatly reduced in size from the origi-
nal.

Microform. A term used for any form
containing microimages.

Microimage. A unit of information
such as a page of text or a drawing,
that has been made too small to be
read without magnification.

Permanent record. Any record (see def-
inition in 44 U.S.C. 3301) that has been
determined by the Archivist of the
United States to have sufficient histor-
ical or other value to warrant its con-
tinued preservation by the Govern-
ment.

Temporary record. Any record ap-
proved by the Archivist of the United
States for disposal, either immediately
or after a specified retention period.
Temporary records may warrant
microfilming for economies of storage
and distribution.

Unscheduled record. Any record that
has not been appraised by NARA, i.e., a
record that has neither been approved
for disposal nor designated as perma-
nent by the Archivist of the United
States in accordance with part 1228 of
this chapter.

Use or work copies. Duplicates of
original film which are prepared for
use as reference copies or as duplica-
tion masters for recurring or large-
scale duplication. These copies are not
to be confused with the preservation
master copies which are stored under
the conditions in § 1230.20 and which are
not to be used for reference purposes.

[55 FR 27435, July 2, 1990, as amended at 58
FR 49195, Sept. 22, 1993]

Subpart B—Program Requirements

SOURCE: 58 FR 49195, Sept. 22, 1993, unless
otherwise noted.

§ 1230.7 Agency responsibilities.
The head of each Federal agency

must ensure that the management of
microform records incorporates the fol-
lowing elements:

(a) Assigning responsibility to de-
velop and implement an agencywide
program for managing all records on

microform media and notifying the Na-
tional Archives and Records Adminis-
tration (NWM), 8601 Adelphi Rd., Col-
lege Park, MD 20740–6001 of the name
and title of the person assigned the re-
sponsibility.

(b) Integrating the management of
microform records with other records
and information resources manage-
ment programs of the agency.

(c) Incorporating microform records
management objectives, responsibil-
ities, and authorities in pertinent
agency directives and disseminating
them throughout the agency as appro-
priate.

(d) Establishing procedures for ad-
dressing records management concerns,
including recordkeeping and disposi-
tion requirements, before approving
new microform records systems or en-
hancements to existing systems.

(e) Ensuring that adequate training
is provided for the managers and users
of microform records.

(f) Developing and securing NARA
approval of records schedules covering
microform records, and ensuring proper
implementation of the schedule provi-
sions.

(g) Ensuring that computerized in-
dexes associated with microform
records, such as in a computer-assisted
retrieval (CAR) system, are scheduled
in accordance with part 1234 of this
chapter.

(h) Reviewing the agency’s program
periodically to ensure compliance with
NARA standards in this part for the
creation, storage, use, inspection, and
disposition of microform records.

[58 FR 49195, Sept. 22, 1993, as amended at 63
FR 35829, July 1, 1998]

Subpart C—Standards for
Microfilming Records

SOURCE: 55 FR 27436, July 2, 1990, unless
otherwise noted.

§ 1230.10 Disposition authorization.
(a) Permanent or unscheduled records.

Agencies must schedule the disposition
of both source documents (originals)
and microforms by submitting Stand-
ard Form (SF) 115, Request for Records
Disposition Authority, to NARA in ac-
cordance with part 1228 of this chapter.
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